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PROCEDURES FOR CREATING CIITS ROLES AND PERMISSIONS THROUGH INFINITE CAMPUS 
 

DEFAULT CIITS ROLES  

There are three default CIITS system roles1; teacher, staff and leadership. Infinite Campus users are 

assigned to default system roles and permissions in CIITS based on their type of district assignment 

information in IC. For explanation of CIITS roles and permissions see appendix A.    

NOTE:  A valid “kyschools” e-mail address is required in Infinite Campus and is used to establish a CIITS user 

id.   

Check the district assignment type by logging into your IC District Edition. The district assignment must be 

active, that is to say there is a start date and no end date. 

Path: Census | People | District Assignment 

 

 01: Teachers default to TEACHER role.  

 All other types default to STAFF role.   

 Superintendents default to the LEADERSHIP role; however, they are pulled from district 

information (Path: System Administration | Resources | District Information). 

 Principals default to the LEADERSHIP role; however, they are pulled from school information 

(Path: System Administration | Resources | School). 

  

 1 Default CIITS system roles will automatically be set up if you are a teacher, principal or superintendent. 



P a g e  | 2 

 

  CUSTOM CIITS ROLES 

There are five custom roles in CIITS: Specialist, Analyst, Assessment Manager, Test Item Administrator and 

Materials Approver. Custom CIITS roles are for individuals that need additional permissions beyond their 

default role. Each custom role can be set up with either district- or school-level permissions. The district-

level access will give the user rights to all schools within the district; the school-level access will give the 

user rights to associated schools only. For explanation of CIITS roles and permissions, see appendix A.  

NOTES FOR DISTRICT STAFF:  
(1) District staff must be aligned to District Office to have a “Title” established in Infinite Campus; the district-level 
role allows users to access all schools within district. Aligning with a closed school is no longer an option. 
(2) The Employment Assignment Type1 should be left blank for district staff to ensure there is no effect on the LEAD 
report; however, they must be assigned to District Office in order to have a Title2 established for proper access. 

 

Path: Census | People | District Assignment 
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As with any student level system, be sure to assign access conservatively. There should be a justifiable 

need to link to the student level data before granting custom roles. Remember to consult FERPA guidelines 

when establishing these custom roles. 

 1 Employment Assignment Type is used in conjunction with default CIITS roles; teacher and staff.  

2
 Employment Assignment Title is used specifically for custom CIITS roles; analyst, specialist, assessment manager, test item 

administrator and materials approver. 

Questions and Answers 
 
 

Q: Can someone have more than one CIITS role? 

A: Yes. Staff members and Teachers could also need any of the custom roles in addition to their default 

roles. 

 

Q:  Why can’t I access CIITS? 

A:  A valid “kyschools” e-mail address is required in Infinite Campus and is used to establish a CIITS user ID, 

for example, Sandra.smith@shelby.kyschools.us. 

Path: Index | Census | People | Demographics |Personal Contact Information 

NOTE: This is for DISTRICT STAFF ONLY 

mailto:Sandra.smith@shelby.kyschools.us
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Valid e-mail extensions are: 

1) kyschools.us 

2) education.ky.gov  

3) ky.gov  

 
Q:  I confirmed my e-mail is properly setup, and now I still can’t access CIITS, why not? 

A:  Multiple district roles have been setup in more than one school, which will create access 

problems. If a district level role is needed, it only has to be setup one time, in the district office. 

In CIITS, the user will be able to see all schools within the district. 

 

               

 
Q:  Can a non-district person be permissioned differently in two schools? 

A: No, not at this time. 

Q:  What is a default role? 

A:   Infinite Campus users are assigned to default system roles and permissions in CIITS based on their type 

of district assignment information in IC. 

CORRECT 

WAY 
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APPENDIX A                                                                                                                                                                                             

CIITS ROLES & PERMISSIONS - Default (System) Roles   

Each CIITS user will have a default level role assigned.   

User must be set up as an Infinite Campus user with a valid e-mail address, no other set up is needed for Default Roles.   
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Description 

 Leadership 
  

Principals  -  

school level 

access 

  

Superintendent -  

district-level 

access 

NA - Default 

Role 

Y Y Y     Description:  View basic student & teacher level data in 

the institution where the operation is assigned.  Allows 

users to view in the institution where the operation is 

assigned.  (1) Student Level Information (2) Student 

Contact Information (3) Add or remove reports from 

institutional report bank (4) View lesson planner and 

analyze sections area. 

 

Defined from Campus Set Up – Valid e-mail address  and 

as defined in following PATH:   

Default 

Roles 

Default 

Roles 

Default 

Roles 

Default 

Roles 
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Principal:  System Administration | Resources | School  

Superintendent: System Administration | Resources | 

District Information   

Teacher 

  

School-level 

access 

NA - Default 

Role 

Y Y       Description:  View student/classroom data for classes in 

which teacher is designated primary teacher.  Including 

(1) Student Contact Information (2) Create and 

Administer Classroom Testing (3) Access to Instructional 

Materials (4) Access to classroom Formative and 

Standardized test reporting, as available. 

 

Defined from Campus Set Up – Valid e-mail address  and 

teacher defined in following PATH: 

Census | People | District Assignment – Type = 01 

Teacher 

 

Staff 

 
Option for 

School-, District- 

or State-level 

access 

NA - Default 

Role 

Y         Description:  Allows users to view in the institution 

where the operation is assigned with access to 

instructional resources, aggregate-level reports. 

  

Defined from Campus Set Up – requires valid e-mail 

address only. 

 

 

APPENDIX  A 

CIITS ROLES & PERMISSIONS  -- CUSTOM ROLES 

 If additional functionality is needed, one or more custom roles must be established in Infinite Campus. 

KDE CIITS 
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Description 

Specialist CIITS School   

Specialist 

  

CIITS District  

Specialist  

  

Y Y Y     Description:  Same as Leadership above. 

  

Set-up Note:  Applicable role for those needing full 

access to CIITS including student–level/classroom 

information.  

Example —Instructional Supervisors may need. 
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SYSTEM/DEFAULT ROLE = STAFF OR TEACHER 

Analyst CIITS School   

Analyst 

  

CIITS District  

Analyst  

  

  

Y   Y     Description: View basic student information at 

institution-level permissioned, view and publish school 

wide reports. 

  

Set-up Note: applicable role for those needing student-

level demographic data and ability to create and publish 

reports only.  Example – Assistant Principals may need. 

 

SYSTEM/DEFAULT ROLE = STAFF OR TEACHER 

Assessment 

Manager 

CIITS School    

Assessment   

Manager 

  

CIITS District  

Assessment   

Manager  

 Y       Y  Description: Create and edit test items, and modify 

common tests. Add/update student responses, create 

test windows and view test content.  Schedule tests, 

generate student answer sheets and manage student 

usernames. 

 

Set-up Note:  Must have additional role of Test Item 

Administrator to see test items at permission level. 

 

SYSTEM/DEFAULT ROLE = STAFF, LEADERSHIP OR 

TEACHER 

Test Item 

Administrator  

 

 

 

 

 

 

CIITS School       

Test Item Admin 

  

CIITS District      

Test Item Admin  

Y        Y Description: Enables the user to see common test 

questions, at the level at which they are permissioned, in 

addition to the standard Teacher and Leader role. 

 

Set-up Note: Aligns with Assessment Manager Role. 

SYSTEM/DEFAULT ROLE = STAFF, LEADERSHIP OR 

TEACHER 

Materials  

Approver 

CIITS School   

Materials  

Approver 

  

CIITS District  

Materials 

Approver 

 Y      Y   Description: This role is only used for those who are 

charged with approving new resources/materials, 

submitted for approval at the institutional-level 

assigned, in addition to the standard Teacher and Leader 

role. 

 

 

SYSTEM/DEFAULT ROLE = STAFF, LEADERSHIP OR 

TEACHER 

Note – Each of the custom roles can be assigned at the state level but are not represented in this 

document. 


